
 

 

Effective Strategies for Communicating  
 

Intent  
As a result of ongoing feedback, and supported by senior managers, this product was 

developed to provide strategies, guidance and ideas on how one can communicate openly 

and effectively with colleagues and teams. Initially intended for managers, the document 

has evolved to include useful suggestions for peer-to-peer communication, and also 

includes tips for supervisors/managers of virtual teams. 

 

Introduction 
There are many factors that contribute to a healthy organization. Some include: 

 Effective sharing of goals 

 Great teamwork 

 High employee morale 

 Investment in employees 

 Strong leadership 

 Ability to adapt to opportunities and changes 

 Clearly defined structure 

 

Effective communication is an important factor in each of these criteria. It is one of the 

basic functions of management in any organization, and its importance cannot be 

overemphasized. Communications is a tool we can use to inform, motivate, establish and 

maintain relationships, and bring about changes in attitudes. As a result, how we 

communicate can have major impacts on both an individual’s engagement and the health 

of an organization. 

 

Workplaces vary in size, geography, time zones, culture, employee demographics, and 

individual employee needs. Consider these factors when planning your communication. 

Being a successful virtual communicator also requires us to select and use the appropriate 

technology to collaborate effectively with our colleagues, teams and clients. 

 

Communicating as a Senior Manager  
(also see Appendix - Tips for Supervisors/Managers of Virtual Teams) 
 

Engaging nationally  
 There are times when a more formal communications style is appropriate. For instance, 

at times, information cannot be shared with staff prior to a public announcement made 

by the Minister. In this situation, an ‘all-staff’ email announcement should be sent 

within hours of the official public announcement. 

 

 Lock screens are a great visual way to raise the profile of upcoming national events or 

program launches. They can be an effective way to inform, encourage, celebrate and 

recognize Departmental achievements. This method can be very effective at VAC, given 



 

 

that most employees are connected to the VAC network. Changing the lock screen 

regularly helps to draw the user’s attention. VAC offers professional digital design 

services to create lock screens that conform to Government of Canada accessibility 

standard and Federal Identity rules (FIP). 

 

 ‘Town hall’ type events do not need to be in a single physical location. In fact, virtual 

town halls (using YouTube Live) can have a much larger reach. Recording the live event 

also enables staff to watch a ‘playback video’ if they are not able to attend the live 

meeting.  

 

 YouTube videos can be helpful when the message is one of support and 

encouragement, when the message does not contain protected information, and when 

the size of the target audience would make it difficult for real-time interaction. These 

short videos provide employees with the flexibility to watch when it best fits into their 

work days. It can also put less strain on network resources, as employees can watch on 

any device connected to the Internet. Please keep in mind that VAC Communications 

collaboration and resources are required to develop this tool. 

 

 Staff surveys assess employees’ interests and understanding, allowing the Department 

to focus on activities of greatest interest to the staff, and with the biggest potential 

impact. In order to conduct any survey, the Communications Division’s public opinion 

team needs to be engaged. 

 

Group-specific Communicating 
While some announcements impact the entire department and are often time-sensitive, 

others may only impact a specific Branch or Division. 

 

 One best practice is holding all-staff meetings that are scheduled at regular intervals. A 

manager (e.g. a Director General) may be in one location with co-located staff, with 

others participating virtually.  

 

 At meetings with a larger number of individuals, there are a variety of technologies 

which can be used to support two-way communications. Having the opportunity to 

share an opinion and potentially impact outcomes can have a significant impact on 

employee engagement and, in turn, Departmental results. 

 

 Some VAC divisions publish a digital newsletter. This can also be a powerful 

communication channel to improve teamwork when employees are invited to 

contribute their own articles and experiences. Internal Communications can assist with 

this.  

 

 Advance communication should occur with supervisors when the message will impact 

on a specific unit. Senior managers should engage individual supervisors before 

announcing any significant information, and provide the pertinent news, tools, and 



 

 

other communication support to these supervisors, in order to share this news with 

their teams. 

 

 

Communicating as Supervisor/Manager 
(also see Appendix - Tips for Supervisors/Managers of Virtual Teams)  
 

Organizations such as VAC must be agile, as internal movement of staff happens 

regularly. This often results in new supervisors or managers entering work units with 

informal communications practices already in place. As well, with evolving technologies, 

supervisors and managers are managing an increasing number of employees at a distance.   

 

 Supervisors and managers should meet on a regular basis to share best practices, 

support new colleagues, and to reach a common understanding of non-program-related 

duties. This type of meeting can result in more unified management team approaches. 

To make effective use of time, meetings can be time-limited and topic-based (i.e. fairly 

narrow in scope).  

 

 Supervisors and managers should meet regularly with their teams to provide updates, 

recognize accomplishments, and do a quick check-in. This helps to keep all of the team 

members current on unit activities, while reinforcing a team atmosphere. It is also an 

opportunity to learn best practices and/or collaborate in problem-solving.  

 

 Information learned through Departmental announcements, town hall events, and all-

staff meetings is often fairly general in nature. Teams should take the opportunity to 

meet after each of these events to discuss how the information could potentially 

impact them. Employees may be more motivated and engaged in their work when they 

see how they fit in the bigger picture. 

 

Peer-to-Peer Communication for All Employees 
 Employees should be encouraged to reach out to co-workers using direct 

communication on a regular basis.  

 

 If you would normally walk to someone’s desk to ask a question, consider doing the 

same virtually.  

 

 Email messages can become overwhelming, too formal or leave room to misinterpret 

tone. Instead, consider sending a quick Skype or Microsoft Teams message to see if 

they are available to “chat” then discuss the issue over the phone, in person, or through 

a video platform. Doing this lends itself to improved communications, improved 

teamwork and, often, a better sense of belonging/connectivity. 

 



 

 

 In a healthy organization, every employee has a responsibility to actively participate in 

all the above forms of meetings and connections. Virtual “idea boxes” can be used to 

encourage individual employees to share with others in the Department. This could 

include sharing best practices, innovative ideas, or creative ways to collaborate. 

  



 

 

Appendix A 
Tips for Supervisors/Managers of Virtual Teams: 
 

When you and your team don't share the same physical space, you need to be even more 

effective at communicating. Here are some tips for making communications more 

effective when leading a virtual team: 

 

1. Build trust and grow that trust with clear expectations 

In order for people to work effectively virtually, there has to be trust. Trust doesn't 

happen magically. It is built when you bring your team together for training or team 

building, and then continues to grow with clear expectations consistently set by leaders 

and met by the team. Regular team meetings and group training can easily be adapted 

to a virtual environment. 

 

2. Manage results, not activities 

In the physical office environment, "busy work" often gets mistaken for real work. In the 

virtual environment, when you can't see what people are doing, the key is to manage 

results. Set expectations and monitor the results, not the daily activities. 

 

3. Schedule regular communication 
It's important that there is a regular time set for keeping employees engaged and 

ensuring that they feel valued, managing tasks and problem-solving. It's amazing how 

much can be accomplished in a 30-minute conference call.  

 

4. Manage your meeting 
When it comes to leading a meeting, we know from research that human attention 

tends to dwindle after 8-10 minutes, so introduce variety into your meetings: for 

example, change speakers, take a poll, or go into Q&A mode.  

 

During your meeting, set the tone and the parameters so that everyone can have an 
opportunity to provide input. This is your opportunity to ensure the meeting is a safe 
space for all to participate freely and without fear of reprisal. 

 

5. Create communication that saves time  
E-mail and instant messaging are critical tools in our work environments, but it's 
important to create a new culture of effectiveness around them. Ask yourself, “How can 
I make my team's e-mail communication more productive?” For example, you may 
agree to use instant messaging (Skype, Microsoft Teams, etc.) for anything that can 
easily be answered with a simple ‘yes' or ‘no’. 
 

6. Building a cohesive team culture 

In a virtual team environment, you need to create connections and instill a sense of 

pride in your team. People want a reason to belong, and a strong culture gives them a 

sense of belonging and confidence in knowing that they are an integral part of the team.  



 

 

 

7. Set expectations for responsiveness  

When people are working remotely, it's important that you define what your rules of 

responsiveness are for your culture. How quickly are people expected to return an e-

mail, an IM or a phone call? If you're in a customer service environment, it's important 

to have clear expectations regarding how to respond to all customer inquiries. 

 

8. Leveraging virtual tools (see Appendix B) 
In our current meeting environment, webinars, virtual meeting and videos can be great 

tools for engaging staff, keeping them informed, and soliciting their input. However, we 

must be mindful of the needs our employees, in terms of accessibility and availability.  

 

 

  



 

 

Appendix B  
Online Platforms 
The mediums we use to communicate with one another also matter. Though Microsoft 

Teams is not currently approved for Protected B information, it is housed in a 

Government approved data centre and runs on your Government computer. This makes it 

more secure than other options, such as Zoom.  

Here is a list of collaboration tools available to you and what situations they are best 

suited for: 

Application # of 

Participants 

Security Video 

Capability 

Best suited for Available on 

or off 

network 

WebEx 200, but can 

request 

accounts of 

up to 1000 

Protected A 25 Training or 

information 

sessions to share 

documentation 

On and off 

network 

Teleconference 200, but can 

request 

accounts of 

up to 1000 

Protected B Not 

available 

Team meetings, 

information 

sharing 

Via 

telephone 

Telephone 2 Protected B Not 

available 

Team meetings, 

information 

sharing 

Via 

telephone 

MS Teams 250 Unclassified 

(soon 

Protected B) 

4 (soon to 

be 9) 

onscreen 

Team meetings, 

small training 

sessions. 

Information 

sharing. 

On network 

Skype for 

Business 

250 Protected B 5 on screen Team meetings, 

small training 

sessions. 

Information 

sharing. 

On network 

Zoom 1000 Non-

Business use 

49 on screen Large non-

business virtual 

gatherings 

On and off 

network 

Google 

Hangout 

150 Non-

Business use 

10 on screen 

(25 total) 

Non-business 

virtual gatherings 

On and off 

network 

Facetime 

(requires 

Apple product) 

32 Non-

Business use 

Speaker 

focused 

Non-business 

virtual gatherings 

Off network 

 
 

 

 


